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SUBJECT: Report of Subcommittee of Coordination Committee for 

Classification and Wage Administration of the Civilian 
Employment Board 

\ 

TO: W. F, Friedman, Chairman of the Coordination Committee 

1. In accordance with instructions approved at a meeting ^ 
of the above named committee (Tab A), the subcommittee met at 
various times to consider the first item on its agenda, viz. Par. 
3a of Tab A, "Study the problem (description of jobs as presented 
in the Position Allocation Manual for Graded Civilian Jobs in ASF 
Manual No. 204 of July 1945) and recommend adequate work descrip- 
tions and titles for occupational group series and classes." 

2. The work in this item has now been completed. The 
manual was studied and all pertinent jobs associated with ASA 
activities were considered, disregarding standardized types such 
as typists, stenographers, etc. The results were carefully coor- 
dinated by each subcommittee member throughout his operating divi- 
sion and fully reflects the composite thinking of the division 

in all cases, 

3. The types of jobs considered divide themselves Into 
three categories. 

a. Those already included in the manual which required 
no change. (See Tab B). 

(1) Statistical Clerical Series CAF-1520-0 

(2) Communication Coding Series (Code clerks) 

CAF -1610-0 
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[3) Mechanical Engineering Series P-868-0 

[4) Electrical Engineering Series P-840-0 
l 5; Radio Engineering Series P-880-0 

[5) Engineering Aide Series SP-810, 812-0, etc. 

(7) Physical Science Administration Series P-1362-0 

(8) Physical Science Information and Editing 
Series P-I366-O 

(9) Editorial Series CAF-1210-0 

b. Those included in the manual, the wording of which 

has been revised by the subcommittee. (See Tab C) : 

jl) Cryptanalytic Aide Series SP- 
2) Cryptography Series P-1318 
>3) Cryptographic Clerical Series CAF-1630-0 
,4) Signal Engineering Series P- 

c. Those not Included in the manual and which represent 
entirely new jobs. (See Tab'D) : 



* 

>4< 

& 

> 7 < 

>o* 

Vffl 



Cryptanalysis Series P- 
Cryptanalytic Clerical Series CAF- 
Traffic Analysis Series P- 
Traffic Analysis Aide Series SP- 
Traffic Analysis Clerical Series CAF- 
Cryptographic Aide Series SP- 
Cryptologic Engineering Series P- 



Signal Intercept Engineering Series P- 
4. It is'"rec%Sm&n5re& tha^the^lianges indicated in Par. 3b, 



and the -new titles and descriptions shown In Par. 3c be approved 
by the ASA and forwarded to the Civil Service authorities for 
adoption In its Position Allocation Manual . 



WILFRED C. WASHCOE 
Captain, Signal Corps 
Security Division 

CHARLES R, DEETER 
-Capte-ifirj-- Signal Corpe 
>;Lv*W.|trom R & D Division 

4 Incls 

A X. Minutes of Meeting, 17 May 
a Job Descriptions c 



MARK RHOADS 
Chairman 



MAURICE R. COOMBS 
Captain, Signal Corps 
Member-from Operations Div. 



Job Descriptions J 

s>x Job Descriptions 



/*-T- 



A - 
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fOOBDIBATIO* COJOtmSS 
m CUSSmCAtiOtf AID VA01 ADWIiamTXOS 

Minutes of Meeting leld If % 



1. tbe first Meting of the Coordination (J<um£IHse for 
Glassification end Wage Administration was hold this date in 
toon 117* Headquarters Building, at 1500 hours* Tbs following 
w*r* present i 




"•ftp. 



Mr 



V, F. PrisdmAn, Chairmen 
Col. I. I, Walker. ABA Staff 
ooel Sj> tailback* US Division 
Col. 1. t. Clark, Scaur it; Division 
F. B. Bovlstt, Intelligence Division 
tain W , C. Vashsoe, Security Division 
F. A. Kisses, Intelligence Division 
D. f . Starling Personnel A Training Branch 
Mark Xhoads, Office of tbs Director of 
C<mwunt cations keseareh 



•'•sae-ee'-v’ 



t. Tbs Cososlttee net in pursuance of the following charters 



*1, At a nesting of tbs Civilian Xmploymcnt Board 
ID April 19*6, it was requested by Board nsabers 
that a Coordination C omit tee be established to 
consider the problem* of basic allgment of posi- 
tions la this Agency with those comparable in other 
agencies, 

% fhe purpose of the eosmlttee would be to 
establish position titles that would be In keeping 
With the type of work done on specialised jobs and 
dddJrdlaate these pith other agencies* Xt would 
Also wake a study of comparable positions In other 
agencies to see that the allocation of each posi- 
tion* at this Agency arc In keeping with thoee elee- 
tfcore. 



?• tt was suggested that Mr. Friedman be appointed 
mlpma end the* the MUM .select tht members 
©f the committee. The committee would be composed 
ft not more than fire nor l ess th an three member s. 

fhe suggestion of the Board is herewith for- 
FaiHfctd for rffiew," 






FOB HEADING FU§ 



*e feitr r * * s*®sb 
*« , ro « a ang - jo A«r' 



/»/ a. sun huui 
Chalrmn, Civilian 
employment Board 






C/ ^ /? 
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?* Considerable discussion ensued at to the poor desarip- 
is of jobs ii presented m the Position Allocation Nanual tor 
i«4 61 ti ltm *ob» (ab? Nanual P04). XI vai agreed that * wdb~ 
idWfttee should b* Appointed toi 




a* Btudy ths problem snd recommend adequate work dea- 
erlptioas sod titles for oocupatlonal groups, series end classes, 

tu levlew the Job descriptions in fores et present in 
the various divisions end Make reeoamendetion* for snob changes 
as ere deemed necessary. (Sped fie et tent ion see to be paid to 
tmiforwlty throughout the Ageney end to concentre ts only on 
those Jobe that ere peculiar to the work of the Agency, disregard 
lag standardised types such as typists, stenographers, etc.) 

c* Coordinate end compare vlth ether agencies to see 
that the allocations of positions et this Agency ere in keeping 
with those elsewhere. 



&« Ievlev Amy NOS end SSH mashers so es to bring con- 
sistency between civilian end Military job apeolfl cations, end 
make necessary recommendations. 

e. Maks the studies outlined above for graded positions 
first, end then proceed to ungraded positions. 

4* She members of the sub -sennit tee were named by the 
Chairman as follows i 

Nr. Nark Khoeds, Chairmen 
Captain V, 6. Washooe, Security id vision 
Captain C. 1. Pester, DID Division 
It. P. A. Idem, Intelligence Division 

(NOtS li Lt. Col. Walker did set think it necessary to appoint 
• ■AStebe? from the ABA Staff.) 

(UiiTS. 2i Nr. Stariln of fared his servlees end that of the 

Personnel and training Branch to the sub -carnal ttea 
an a consultative basis.) 

5* the eososlttee than adjourned to await a report from the 
sub -committee. 



WILLIAM P. ySXEENAH 
Director of 

6 oamtunl cations leseeroh 
Chairman, Coordination 
Committee 









Jfe 



< 3 > 



a.saiCAL s 



dF~l 520-0 



This aeries includes all classes of positions the duties of 
which ora to administer, supervise, or par fora stetisticel clerical 
trork involved in collecting, cocplling, verifying, or analyzing 
statistical dots, in leaking coasts lions based thereon, in pre- 
paring and fcr* /jenting atich data for use in connection with or aa 
the basis for reports, or ether work requiring a knowledge of 
itctiatic?! methods. 
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o > ^ 



ICCHANICAl ENGINEERING SERIES 



P-e68-0 



This aeries includes all classes of positions the duties of 
which ere to advise on, administer, supervise, or perform research 
or other professional and scientific work in the design, construc- 
tion, procurement, installation, operation, maintenance, testing, 

r 

or inspection of mechanical apparatus and equipment. 
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s' 

f 



f> 



ELECTRICAL ENGINEERING 3ERIES 



P-S40-0 



This series includes all classes of positions the duties of 
which are to advise on, administer, supervise, or perform research 
or other professional and scientific work in the saintecsnco of 
electrical equipment, apparatus, and plants* 




RADIO ENGINE lUNG 3FAIF.3 



P-680-0 



This aeries includes all clssae* of positions the duties of 
which era to advise on, adninister, supervise, or per fore research 
or other professional and scientific work in the design, construction, 
operation, naintenenc*, investigation, inspection, or tasting of 
radio stations and equipment, or in the study of radio phenomena in 
engineering projects. 





This series Includes all classes of positions the duties of 
which are to perform such professional work in the administration, 
direction, and control of scientific activities as is not properly 
allocable to other series of this group. 



(use for certain executive jobs) 
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2909 IC*L SCU07CS IKFORMATIDH- AND EDITH© SERIES P-1366-0 

This varies includes all o la sees of positions the duties of 
which are to advise on, administer, supervise, or perfonp professional 
and soientlfio work in tbs writing, editing, and preparing for publi- 
cation of psriodloals, reporta, bulletins, circulars, or prose re- 
ports on physical science subjects* 



(for writers of technical, operational and maintenance manuals) 




9d change 
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/ ? 

SDITOHI a L SERIES 




This series includes ell classes of positions the duties of 
-which are to administer, guparriea, or perform editorial work not 
requiring a scientific or professional knowledge of e particular 
field, hut Involving such duties as editing, revising, and rewriting 
manuscript to he printed or otherwise duplicated} verifying tables, 
citations, and references} preparing title pages, tables of contents, 
and indexes} laying out copy for the printer} reading and revising 
galley and page proof} performing the necessary research work for 
and writing pamphlets, bulletins, reports, booklets, procedure man- 
uals, or other material, usually of a semi-technical nature, for 
formal publication.} or rewriting technical material in popular style 
for such publication. 



(for routine "editorial clerks"} 
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Change : 



description 



.n 

<v> 



CRYPTANALYTIC AIDE SERIES 



5P 



This series includes all classes of positions 
the duties of which are to supervise or perform 
subordinate professional and scientific work in the 

i 

field of cryptanalysis, including the analysis and 
solution of codes and ciphers and the study and 
analysis of pertinent information in connection 
therewith. 





<J<PLC0 &/ 

% 
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C fTert-Omi o JJ I S 

. rnirrnnMfaF series 

/ -*** 



/ 1 



Change: Hew description 




P-I3I8- 



Thls series includes all classes of positions the duties 
of which are to advise on, administer, supervise or perform re- 
search or other professional and scientific work in the con- 
struction of codes and ciphers, the development of procedures for 
t he us er of -eodea-and ciphers, and the supervision of the use of 
codes and ciphers, or in the design, development, testing, and 
operation of new and improved crypto grap h i c systems, methods, 
and techniques* 



\ , ~ x 

(Major chenge is to eliminate the^cover-all* references to In- 
dicate that these people/ "engineer" oauipnent'.') 

\ 
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Chang#: New description 




... 

CRIFT OWMHgO CLERICAL 3EEIE3 
\ ■ 

o'<- 




ifS. 



O-a-LaaJ 



CAJ-1630-0 



This series includes all classes of positions the duties of 

1lilich Rr / e _ to su P.ervise or perform clerical work involved In the 

jtreparatio u a nn fl ev^l opgent - oi codes and ciphers, of- pr o c e d ures 
<y^JL VVu^i-a. -A i- ♦ A v-- fcfc.<uo :* s. * 

for -tfteir usa, and the supervision o* the use of ciphers and * 

rA CUa. ^ i-o ' # ip 

7?lse orL^a^gra such other clerical work 

?rlfc^a f^ c ryi > tggraph flr3 of professional : 

■ ““ \ 






*H - 













/ 

SIGNAL KNGINFSRING SERIES 




Words 




This series Includes all olaaaea of positions the duties 
of which era to edvios on, adnlnister, supervise, or perform 
research or other professional sad scientific work in the in- 
vestigation of signal engineering projects including those 
Involving coonunl cations security equipments, or Idle eain- 
tenanca of signal ngineering equips ont including security 
equipment, such es radio, telephone, telegraph or cable. 

• 1 

i 
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lhange : No^^erles , 1 - 

formerly Included In crypto- . - 
graphy aeries ) 



CRYPTANALYSIS SERIES J 




This .eerlea Includes all classes of positions 
the duties of which are to advise on, administer, 
supervise, or perform research or other professional 
or scientific work in the field of cryptanlaysls, 
including the analysis and solution of codes and 
ciphers and the study and analysis of pertinent 
information in connection therewith. 




i'l safe? 




.iWEfS’S ~ 

Sew series 






CHTPTANALYTIC CLERICAL SERIES " / 



This aeries Includes & aaa.es of jpositioM the .duties of , 

^ tKL* f - . -* -•»"* •** t-yvaiv -■ - . ■ 

Which are to supervise or perform el erica 1 ro yh involv ed in de- 
coding and deciphexlz% messages transmitted in solved codas and 
ciphers, or to supervise or perform other .clerical work incident 

6-A- 



to the analysis^ solution. 



riariNWfMtefeiHMi of codes and ciphers, 



.• 533 . 
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fc rtjre Ly aeg' series 




0£1 



TRAFFIC ANALYSIS S2RI-3 






TMLi aeries in dixies ell classes of positions, the duties 
of ehick are to advise on, adsiniatcr, supervise, or per fora 
research or other professional and scientific work involved in 
traffic analysis, the studj and raconstruction of eosamni <r: tions 

O-l f£usv\U‘ - 

oysters, end tha applications of traffic am^ais to intercept 
control, cryptanalysis, intelligence, and security. 



I 






i T 
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Satlrely new s«ri« 



<Z) 

Otc 



TRAFFIC ARAL?" 155 AIDS SERI-S ^ 

This scrips Includes all classes of positions, the duties 
of which sera to supervise or perform technical duties which are 
Incident, subordinate, or preparatory tc the work of traffic 
analysts of professional standing In the study mA reconstruction 
of coEzunlcr-tions yfesa, and In the application of traffic 
analysis to intercept control, cryptanalysis, intelligence, end 
security. 
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whan* ’ 'S&ttrsly new ssries 

■ ■- ■ ~ - - ® 

6'd. 



TRAFFIC AMLY5I3 CLERICAL 3SOS3 ~ ' 

« 

This series includes all classes of positions, the duties 
of which arc to supervise or perform clerical wort involved in 
the preparation of radio intercepts for the use of traffic 
analysts of professional standing, or to supervise or perform 
such other elerieel work as is incident to the activities of 
traffic analysts of professional standing. 
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£§M3?£ e I ^ ew _ 






Mi 



fl ffitf T OCHA KilC AID ^SERIES 







This series includes all classes of positions the duties of 
which are to supervise or perform technical work Incident, sub- 
ordinate, or preparatory to the work of cryptographers of pro- 

*3. L 

fessional standing in ^construction of code3 and ciphers, the 
development of procedure- for^tne use of cods and ciphers, and 
thwHWperviaion aJLifog use o f -codes and ciptherc, or In the design, 
development, testing, and operation of new and improved i 1 1 'j'idnilri'gitf. 
systems, methods, and techniques, ^ 



, & 



REF ID >A-6 6 6 93 _ 






CRYPTOLOGIC BKGlNESRDfG 3ERI7S " 



6fea»£SI few 

- - 



dD 

OK- 



9 



This varies includes all classes of positions the duties of 
which are to advise on, administer, supervise or perform research 
or other professional scientific and engineering work In the do* 

vlgn, construction, operation, testing, or inspection^ of mechanical, 

Ow-A-j(f\* £<vh j*^o 

electrical, electronic . andgfc? *lectro~nech»nicnl comctini’catlotn <m» - 

y ^ A 

«*jJ4b equipment ( ltt e lqftip greod* derrt< vy sd^d n rr r BKghiwewy <eBad 
ssewtm jamdbeeAwgr) and cryptaislytlc aids, involving literal, t*le- 
typa, speech or fe cairn lie signal eonenwloatlons means. 



(This aeries should exist in P-3 grades and higher only, with 
training in electrical, mechanical, radio or signal engineering as 
a background or prerequisite. A cryptologic engineer could at 
any time revert to his basic field of engineering If need be.) 




*fC ’’ r 






-’»5. . ,'5W;;2£SP!SS9 

■ • '• '.-TT’,” -, ~g. •■- ■= 

- '„,! -w->- S5J-? 





..•psft i*t£2£j5?r saax$;mim $mitx \ 

**** *eriM laaWdtl 411 of petitions the fetis* 

tr *M«h m to >Mh «, WfrTlw w pnta, 

*WA « «tfar Mlutttfa „ d Kfinnr^ 

»l««l fa th. fafam*t« ««. r«« 4 fa, ttxjtmm* .«uui- 

««Um ofa -i /gaff. 2 ' ^:~:„ , h r L &-r*~?>. 

,_zr ^g gg Egy*"** 1 ** « -w«w of «>»r- 

lti far null « » n m yvU i T^ t«cimfa*i 

^nidl«4 Md spsoUl s^alpmi* rslatsd 

J . J> • I'll * « > ■-!«■< - *. — ' 

W md .h^Mr 



j - -'j 'A— 
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CBYPTOLOQIC RESEARCH SERIES 



This series 



duties «f vhieh are to advlM on, 



lwles all classes of pool ti ana the 
to advise on, administer, supervise 



oop perform research 



JpMf< 



other professional scientific 



varlc in the development of principles applicable to 
eryptography, erypto^chanl^s , sod cryptanalysis , 
covering the entire field, of ctoauulcatioi.s or any 
portion thereof. Work in this seizes i« predominantly 
Mathematical or statistic*! in nature. 



ticel in nature. 



(Tills series should exist in »~3 grades 
msA higher only* vith training in mathematics. 
Statistics ^ physics, or engineering as a 
background prerequisite.) \ 





